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OFFICE OF THE SE  STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE OEPARTHMENT OF Abert ey o TaTE v

SR RECOADS MANAGEMENT DIVISION

INSTRUCT 10NS: See Publication No. 76—RM—~1 for instructions on completing this form Forward signed original to
Department of Archives and History, Records Management Dwnsnon 330 Capitoi Avenue, Atlanta, Georgia, 30334,
Attention: Schaduling Section,

FOR AGENCY USE 1. Agency Address , - FOR RECORDS MANAGEMENT USE
Application Date . DePartment of Educat1°n ' Apphcation Number
- Office of Administrative Services 76 L?q
: "Fiscdl Services Division .
Application Number EDP, Systems and Procedures Unit Date Received Date °°'“°'°‘?"
5 _§_tate Office Building, Atlanta, Georgia | Aug 101976 | AU 19 1978
2. Person to Contact : ~ Working Title Telephone Number
H. Weyman Culp Systems and Procedures Manager 6&6-2449 :

3. Action Requested o , = =
a. [J) Estabusn Retention Schedule; record will continue to accumulate. :
_b ‘0 Dispose of present accumulation; no further accumulation anticipated.

. 3 _Amend Application No. . —emwno-—m Chock One: O Change; [ Supercede; [ Void B , - -
4. Datoes of Series o 5. Records Saries T'tle {followed by title used in office; if different) B . '

Earliast - Latest A e e s
1968 1 to date Inactive Data Procesm ng System Documentation Fﬂes
8. Divmon and Office Fﬁ:ﬁanu ‘ ”G\'ﬁantmts the functlon of the Dmston and tha Of'faca in whnch th:s record saries is mated?

~ —4._

The EDP, Systems and Pr'ocedures Unit provufes Forms Jes1gn services to the Departmenf
ma'lnta'ins inventory and control of depar'tmenta'l forms; administers records management
program; maintains 1nventory, procurement and issuance of computer forms; provides
systems and Erocedur‘es services to the Department; and coordinates dehvery of EDP
services with the Department of Administrative Services,

. e . - -]
7. Record Smes Descnptloﬁ Thas file contams the followmg documents (mc!ude form numbers and titles, if my}
<=7 -~ -~ Attach samples of thefile. = . "~ -~ ~ -f- .- i
Documents relating to: Systems and programming documentation of mac?twe data pracessing 77
systems in use by the Education Department.

- — ——

Included are: Application manuals, program specifications and operatmg procedure
manuals, program cards and program 1istings.

A

| F.lg ;,,m,{‘ged; By cuomp‘utgr sys_tem' and thereunder numericall y by program number-.-

8. Monthly Reference Rate -~  How often are 'raégF&sﬂFé?a?lﬁ-to which are:

One to0 snfx months old 5 — Seven to twelve months old 3 ——.; Thirteen to twenty-four months old 3 3“_.__.
twentv fuve months and older 22 E - '

9 Annusl Ratc of Accumulation of Records

_Letter-size drawers —=; Legal-size drawers i Shelves _____ .: Other (wffy)

| AR=80-71; Rev.76 e iOvar)
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YES | NO [ 10. Questionnaire __(Place an X'’ in the proper column)
a. Is this the official copy of the senes?
X If not, where igit? : -
X b. Does the series contain confidential information requiring security handling? If yas, cite law or regulation.
X ¢, Is this a vital record?
X__| _d. Does this series have historical or_long term research value?
¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
NA documents be scheduted separatelv? RRCE
X umummmmmmmmmmmmmmﬂmmmmmailummmmw. B
X e g Jls tive mfoﬁnamon contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy,
X h Is there a duplication of this series in your office, or in another offlee or agency?
- It ves, Where?
X_|_i_1sthis series for # maior portion of jz) reqularly microfilmed? PPN
X L_Doss the record series resuit in a.comauter printout? ~ 3
11. Retention Reguiraments The following requiras tha series to be kept: -
‘8, State Law .years, d. Audit period yea“rs
__b. Statute of limitation ___ . ... ..years, _e. Administrativeneed See Hbﬂ ow _vears,
c. Federal law : ' years. f. Federal retention instructions

_ years,

Three .years after the computer system has been d1scont1nued ) _ : j
Attach copy or excert of lawsor regulations. Explain administrative need. =" =~ ' : S R

The ser{es is needed for referencing the procedures to be followed and mak1ng necessary a
modifications and/or corrections to the system, A retention period of three years after !

the discont1nuance of the system is needed in case the system is reactivated.

12 Appwvld Dlsposltaon Instructions

Thl's agency recommends that the fsle series be cut off at the end of cach

C Calendar Year E] F:scal Year lﬁ Othar - .See below

o e -~ then, ° i
O Hold in the current filesarea _____ .. month(s} — vear(sl: then :
O Transfor to local holding area; hold e Year(s); then {
Q Transfer to State Records Canter; hold — - year(s); then
Q Destroy. :
O Transfer to State Archives for permanent retention. |
O Other (Specify) ' ,
Upon acceptance of records from DOAS, p1ace the record in the inactive file; then, e
cut off the inactive file at the end of each fiscal year; then transfer to the :
.State Records Center; hold for three years, then, destroy - e o f
!

Thesa ihstructions apply to ail prior and future accumulations of the series,
_Alnc/ fluqlﬁe % gﬁazmr T v_:~_9“a“_tem i’_@@mi Meha_gement Officer_ [Signaturs) Date .

— %j 76 | R Q. Spusnoo F-4-2¢ |
State Records Committes [Signature) Date -

Recommendation’in para- 7
graph 12 ars approved.

/75

(tf disapproved, attach letter
of explanation,}

State Audstor/Desugnee 2 /—v’ﬂj—A
Secreg ‘oi State/Designee "

i—

AR-80-71;

Attorney General/Designee

§-17-7(
£r9-76 |

Rev, 76 . . -

_{Revarss Side)




